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Item
No. Description Retention

1. General Correspondence

Subject arrangement of original incoming, copy of
outgoing letters, memorandums, reports, meeting
minutes, directives, studies, policies, and
other miscellaneous papers relating to this office.

Screen annually. Destroy
materials over three years
old which has no further
value. Materials which
illustrate policy,
procedures, and development
of the department and
college are to be transferred
to the history file for
permanent retention.

Budget Reports

These are reports received monthly from the Budget
Office and copies of purchase orders and information
on equipment.

Student Records

Retain final printout
for three years, then
destroy.

Academic Progress Reports on all the Minority Students, Retain in active file until
student is no longer
enrolled. Transfer to
inactive file to be retained
for four years, then destroy
Screen active file annually
destroying all non-record
material which is no longer
useful.
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ACttXCl RMDRDS H7IN10XI Page No.
J_of -1

1» Department

STATE UNIVERSITIES AND COLLEGES

2. Dirlsion
* ^_/LROSTBURG STATE COLLEGE
3. Unit

Student Human Relations

!>• Record Series and Title: (Def. A group of record* filed as a tmit, used as a unit, and which
M y be transferred or disposed of as a tmit.)

Description! (Oive a brief description of a typical folderi include content, purpose, and
form name(s) and number(s).

General Correspondence - Subject arrangement of original incoming, copy of outgoing
letters, memorandums, reports, meeting minutes, directives, studies, policies, and
other miscellaneous papers relating to this office.

(Vritf Tin* a nanintA 4 nvan+jtm •Vi«*+ tnv mmnh R»r^wf S*i<4 *O

5* Present Volume on Hand (No, of f i l e drawers)
2

6. Sstiaated Accumulation (Yearlj)

7. Audit Requi
6Ute
federal r~1 rxnx«
Independent 1

4xte

iits

Internal

rnal
i. Sstinated Act ir l t j per File Drawert (AcUrltr Ouide- HI OH (used d a i l j ) | KEDIIM (once/twice

monthly) | LOW (less than once sxmthljO. )
Current Tear © M L
After 1. I r , H g L AfUr what year does actiTitr-become LOW., 3

1. Could Record Series be stored in the State
Records Center.

I B /*""7 K) / T 7

U^ Inventory prepared by (UdntU C c:\rc\i
' (Print XameT

10* ReOOHBended Retentiont' Screen annually.
Destroy materials over 3 years old which has no
further value. Materials which illustrate policy,
procedures, and development of the department and
college are to.be transferred to the history file
for permanent retention.

Dates 1/19/87

Telephone Humbert 689-4050
DGS-550-4 1/81

Fig. 7
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1. Department
STATE UNIVERSITIES AND COLLEGES

2. Division

UnlTt R 0 S T B U R G S T A T E C 0 L L E G E

Student Human Relations

l>« Record Series and Title: (Def. A group of record* filed as a unit, used as a unit, and which
«ay be transferred or disposed of as a unit.)

Description! (Oive a brief description of a typical folder} include content, purpose, and
form name(s) and manbert*).

Budget Reports - These are reports received monthly from the Budget Office and
copies of purchase orders and information on equipment.

5 .
« *
6.
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(No. of f i l e
l
(Taarly)
H.

drawers) 7* Audit Requirements
6Ute CZZ
Fideral £ZL rlnteraal CH
Independant 1

^External CT
8. Estimated Actifitgr par Tile Draweri (AetiTity Oolde- HIGH (used daily)) MEDIUM (once/twice

r . aonthly)| LOW (lass than once Monthly). )
Cx»rr«nt Taar [m JK L
After 1. Ir , Y ® L Aft«r what y»ar doaa axtifi'tr>t»acoia"'IiEnn 3

9. Could Record Series ba atorad in the State
Records Canter.

TBS /~"7 K) rn
t

^ ~ Inventory prepared by fllCinCll CVirPl I 0 l"
(Print Xaaa)

Talephona Bujuban 6 8 9 - 4 0 5 0

10. Raoowwendad Retention!
Retain final printout for three years, then destroy.

Detai 1/19/87

DGS-550-4 1/81

Fig. 7
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1» Department
STATE UNIVERSITIES AND COLLEGES

2« Division
« ^_AROSTBURG STATE COLLEGE
3. Unit

Student Human Relations

!>• Record Series and Title: (Def. A jroup of records filed as a unit, used as a unit, and which
•ay be transferred or disposed of as a unit.)

Description! (Oive a brief description of a typical folder; Include content, purpose, and
form nane(s) and number(B).

Student Records - Academic Progress.Reports on all the Minority Students.

(Not^»« Timm * «MT\*T>«*.* 4 n * t n t / i m • ) . . . » # . • mar>h RA>VM*4 R « T ^ * « N

5. Present Volume on Hand (No, of file drawers)
.. l

6. Sstiaated Accumulation (Yearly)

7* Audit Requlreaents
6Ute £Z7
federal £ZL ^Internal
Independent I

External
o, Sstiaated AcUrlt j per f i l e Sravert (Actirity Ouide- EZQH (used daily)} MEDIUM (one./twice

monthly)| LOW (less than once Monthly). )
Currant Tear (g) K L
After 1 . I r , H fi) I After what year does act iv i ty beoo»e XOV '* 3

im Could Record Series be stored In the State
Records Center*

IB /""7 K) m

^T Inventory prepared by N^n^M ^ ^ ' 'QJ

Teltphone VuBbert

10. Reooanended Retention! Retain in active file
until student is no longer enrolled. Transfer to
inactive file to be retained for 4 years, then
destroy. Screen active file annually destroying
all non-record.material which is no longer useful.

Datet 1/19/87

689-4050

DGS-550-4 1/81

Fig. 7


